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lo Vhat fusstion performed resulted in creation of this meries
.

1. Performs the accounting operations related to Payrolls, Payroll Reports, Budgets, Budget
Reports, Inventory Control, Cash Forecasting and Records Management.

2. Performs the continuous review of accounting procedures to insure that they comply with
new legislation or changes in policies or procedures relative to budget reports and payroll
operations. _

3. Anslyses operating budgets for all units of the Department and prepare Special and

r egular reports.

4. Assists and advises employees as to Social Security and Retirement Benefits and answers
inquiries regarding survivors beneflts, health insurance coverage and Federal Tax deduction
regulations. e =

5. Processes scheduled merit increases for employees of the Finance and Audits Divisxon in
accordance with Merit System Regulations, . e :

6, Performs the various cost accounting Funct1ons for the Department.
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2k. REQUIREMENTS. The following requires the files to be kept “_J_, ____Years:

a.[JSTATE  b.[JSTATUTE OF o.[JAUDIT  d.MFEDERAL e.[]ADMINISTRATIVE  f.[JRISTORICAL
LAW - LIMITATION PERIOD LAW  DECISION . _ ., . . VALUE .. .

K (Cite Law, St or other reason for the retention requirey R
Federal Regulations P %%‘-.%g’states at a%scouéing and financoinaf.et_qeugoz_"ﬁs "ﬂy be destroyad
as "early a8 4 years from the date of the close of the calendar year or fiscal year in .
which the record is created. ST - Co : R

| Audir. Records pending special litigation should be kept until cleared.
. {ATTACH SAMPLES OF THE SERIES WH POSSIBLE)

' 26. Iavestory taken vy o Recommendations prapared by -FApproved for Divisyon Daie Records Mensgement (-)rl’le;r
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25. AGENCY RECOMMENDATIONS. This sgency recommends that the File series be cut off at the e'na.r
of each -[]CALENDAR YEAR -[#FISCAL YEAR -[]OTHER . _ . ~ ,then:

A.[)Destroy immediately after cut off. . ] L
‘B.[JHold in current files area month(s)/ year(s}, then:
1 []Destroy. o _
2 []Transfer to records center; hold year(s), then:
a []Destroy.
b [)Transfer historical material to Archives;
destroy remainder.
3 []Destroy after andit (or year(s) after amdit).
C.[]Hold in current files area indefinitely.

D.[]Hold in current files ares year(s), then transfer to Archives permanently.
E.[dOther Hold in current Files area for 1 year or until after audit, whichever
is latter; (Send to the Records Center to be held 3 years; then destroy)
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To comply with PPM 30-9 and make records available in current files area until after State
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